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Not quite yet, 
ladies and gentlemen! 


This much is true — that as our rifle contracts are completed, 
our Syracuse Plant goes back to typewriter production. But... 
— certainly for some months, perhaps longer —all the type- 
writers we can make (and it will be a limited number) will go | 
to the Army, the Navy, Lend-Lease and Export, and possibly | 


to a few essential war industries. 


We don’t need to tell you how much we want to serve you. 
And at least this present limited production is a long step in that 


direction. But we can’t fill your civilian orders...not quite yet! 


SMITH-CORONA 


INC SYRACUSE IN Y 





L C SMITH & CORONA TYPEWRITERS 


THe Grece Wrirer, February, 1944 iii 


SUPPLEMENTARY MATERIALS 


for Enriching 
the Shorthand Course 


y) 
A 
a 





*MOST-USED AVIATION TERMS, by Banghman and Gregg. An alphabetical arrangement 
of 1,000 high-frequency aviation terms with complete, authoritative definitions and short- 
hand outlines for words, short cuts, and phrases. List Price, 80¢ 


GREGG SHORTHAND REVIEW LETTERS, by Pepe. Ten letters for dictation, containing a 
review of all the brief forms, all the special forms, and 400 most-common words employ- 
ing analogical word-beginnings and endings. Each letter is accompanied by the short- 
hand forms being emphasized. Sixteen pages. List Price, 12¢ 


BRIEF-FORM DRILLS, by Bisbee. An all-shorthand reader and dictation book consisting 
mostly of short letters. Contains many repetitions of all the brief forms. Graded accord- 
ing to the first eighteen units of the Gregg Shorthand Manual. For both beginning and 
advanced classes. List Price, 48¢ 


5,000 MOST-USED SHORTHAND FORMS, by Grege. Correlated with the Gregg Shorthand 
Manual. Contains the shorthand outlines for 90 per cent of the words the student is 
likely to be called on to write. Each word accompanied by the unit and paragraph 
reference in the Manual. Alphabetical index. List Price, Paper cover, 32¢; Cloth, 60¢ 


STENOGRAPHERS' TRANSCRIPTION REFERENCE, 4) Hobson. A ready-reference book in 
outline form. Covers punctuation, capitalization, English, division of words, the me- 
chanics of letters, etc. List Price, 60¢ 


AN INTRODUCTION TO TRANSCRIPTION, Second Edition,/y Adams and Skimin. Graded 
from short, simple exercises to projects that involve business letters. Emphasizes remedial 
training in spelling, punctuation, and English usage. List Price, 60¢ 


MOST-USED CIVIL SERVICE TERMS, by Foote and Strong. A vocabulary cross section of 
governmental agencies and departments, with Gregg outlines. List Price, 60¢ 


*MOST-USED NAVY TERMS, 4y Newman. 3,000 terms, most commonly used in the Navy 
ind Coast Guard, with Gregg outlines. List Price, 50¢ 


*WORDS AND PHRASES MOST FREQUENTLY USED IN THE QUARTERMASTER CORPS. 
With Gregg outlines. List Price, 24¢ 


*FREQUENTLY USED ARMY AND NAVY TERMS, by Gregg. Approximately a thousand 
terms commonly used in Army and Navy work, arranged according to the paragraphs 
and units of the Gregg Shorthand Manual. List Price, 24¢ 


* We are sorry that the books marked with an asterisk cannot be sampled free. How- 
ever, the regular discount will apply on orders received from teachers and schools. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Gregg Writer when answering advertisements 
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POOR 
BUSINESS 


ENGLISH 


How much is it costing you 


in wasted opportunity? 


Every day your business asseciates are judging you—by 
what you say and how yeu say it! Hazy ideas, ill-chosen 
words, halting sentences, crude, slovenly speech 
mark a man as loose in thinking. Theughts clear-cut, 
words that give true shape and coler, sentences aflame 
with power and originality—these proclaim ability, win 
for their users swift advancement. Step apolegizing for 
poor English—it's inexcusable! In the quiet ef your home 
‘afl Joute with rea! distinc 
tion, jcarn to make the words you utter and the letters you compose 
stamp you as educated, cultured, a power to reckon with in the busi 
as world. Complete details in an attractive 32 page book, Reecty? 
sk for it TODAY. 


LASALLE EXTENSION UNIVERSITY 
A Correspondence Institution 


with LaSalie's he!p—you can learn to speak an 


iness English,’’ sent you free upon request 


Dept. 246-BE 






















SECOND BEST — $800 


INCREASE 


Our second best placement during 


year was that of a New England 
school teacher who was engaged for 
necticut public school position at an increase 
of $800 in salary. May we help you, 


THE NATIONAL COMMERCIAI 


TEACHERS AGENCY 
(A Specialty by a Specialist) 
E. E. GAYLORD, Mér. 


10 Peabody Avenue, Beverly, Mass 


















FREE Your name beautifully written 
Ornamental style free with « 
scription to The Educator, devoted to 


ship, Engrossing, and Education. 


To U. S., $1.50. To Canada, $1.80. 


THE EDUCATOR 


Columbus, Ohio 











> ATTENTION 
BOOKKEEPING 
STUDENTS 


Are you going to compete for the $100 


in War Stamps to be awarded 


Seventh Annual International Bookkeeping 
Contest sponsored by the Business Educa- 


tion World? 


Ask your teacher about this big event 
The contest problem and rules appear in 
the February Business Education World. 
your teacher is not a subscriber, we shall be 
glad to send a copy immediately upon re- 
quest. The request must come from your 


instructor. 


The Business Education World 
270 Madison Ave., New York 16, N. Y. 
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A\bout This 
We here we are, as we said last 


month we should have to be, with our first 
small-sized issue—reduced as to number 


< 


of pages, that is. But it the 25 per cent 
paper savinas periodicals are now making 


ishe Ss nothina more than re easina 





the manufacture ot the Navy's 
new paper porachurtes tor asropping sup- 
ples we Know } you'll ol; oe giac 


-_ ras oh 4 +} . - —- 
») ac wit e pages tor ne 


the proce t development and testing 
+ vr TC ¥ “~y ators ne } r uT nrc 
n 7 TL 4 
roductic Jovember. Ihe parachute 
Ww sately carry a load of a hundred 
i c ee 
pounds when released from a plane flying 
ot a speed of |18U miles an nour. IT is six 
Treen teet in Giameter when open. ana wil 
withstand any kind of atmospheric conai- 
) 
tion, not being Gamaged by rain or other 
matic factor +t is to be used only for 
Iropping supf trom the air, anda it 
expected that t paper parachute w 
be especially } where troops 
~ mo + oT ++ +r ™ the r 
ne OT SUD 
The paper parachutes cost appr 
' 1 c . 
ately Dut not ++ ot the or ‘ 4 4h, 
tandard human porachute ana they et 
fect a considerable saving in nylon and 
ther tabr sed in ordinary escape 


porachute 


Our attractive ver girl—Spoar Yec 


man Horn ne of the hundreds Ensign 
Newman has graduated from the Yeoman 
School for Spars, at Palm Beach, Florida. 
You will find her again in the picture cf 
the typewriting class in the panel of pic 
tures accompanying his interesting ac 
count of what has been done in the way 
of Yeoman training since the early days 
of the establishment of the SPARS (de- 
tailed for you in our special WAVES and 
SPARS issue in March, 1943). The acceler- 
ated, intensive training in that Coast 
Guard Yeoman School at Palm Beach 
produces crack yeoman Spars, ready to 
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A\nd That » » » 


take over important jobs in USCG shore 
establishments so that more men of the 
Coast Guard can join their Navy brothers 
at sea. 


THAT cover “shot’’ and the inside pic- 
tures were made specially for the GREGG 
WRITER, a courtesy we wish to acknowl- 
edge to the Department as well as to 
Ensign Newman. The diminutive figures 
at the upper left, and again in the mid- 
dle, are trom the picture of the first grad- 
uating class. We couldn't squeeze in all 
143 of the Spars in the photograph, but 
we did want you to have a glimpse ot 
some of them, even though the picture 
had to be cut and spliced. Nothing of the 
background remains but one angle of the 
wall, with the top of one of the bushes 
beyond showing over the girls’ heads as 
though some giant were crowning them 
with the “palms” they so richly deserved: 
for that first class put in hectic days—and 
nights—and so did the staff (a few of 
them appear in the lower left-hand cor- 
ner) to finish on schedule while “their ship 
was still on the ways,’ so to speak! 


In the picture of the shorthand class, at 
the upper left, Yeoman |/c Martin is 
shown taking a group of beginners 
through their paces. The Spars at the 
lower right are ready for 100-word dicta- 
tion. At the desk with Ensign Newman is 
Margaret Regan, Yeoman 3/c, who helps 
keep things moving full speed ahead at 
this USCG Trasta (Training Station, to 
you!). An honor graduate of Ensign New- 
man's course, she now handles all his offi- 
cial correspondence. 

And what are those girls at the upper 
right doing, do you ask? Why, one of the 
many unusual jobs filled by Spars after 
their training days are over, is that on a 
mobile meteorology unit. Two yeomen 
assigned to the New York office are seen 
here recording the wind velocity reading. 
But no matter though their work be more 
prosaic, SPARS are proudly living up to 
the 153-year old Coast Guard motto, 
“Semper Paratus.” 
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GREGG 
COLLEGE 


A School of 
Business... 


Preferred by College 
Men and Women 


Students represent 80 colleges and 


universities and 30 states 





Stenographic, Secretarial, and 
Accounting Courses 


Methods Courses for Teachers 
of Business 
Send for free booklet: “The Door- 
way to Opportunity.” 
Court Reporting Course 


Write for special free booklet about 
school of Court Reporting: “Short- 
hand Reporting as a Profession.” 











Only high school graduates accepted. 


THE GREGG COLLEGE 


President, JOHN ROBERT GREGG, S.C.D. 
Director, PAUL M. PAIR, M.A. 


Dept. G. W. 


6 N. Michigan Ave., Chicage 2, Ill. 























ial U. S. Navy Photograph 
‘fighter planes on a carrier deck 


TO OUR MILLIONS OF VALUED CUSTOMERS: 
Accounting Machines and Adding Machines 
are available under WPB regulations. 


Typewriters are available for rental to 
anyone. 


Maintenance Service, from coast to coast in 
366 cities is in complete and efficient opera- 
tion for all makes of typewriters, UEF_ac- 
counting machines and adding machines. 


Ribbons, Carbon Rolls and Carbon Paper— 
Complete lines are available for all makes 
of machines. 


Copyright 1943, Underwood Elliott Fisher Company 


Underwood Elliott Fisher Company 


ONE PARK AVENUE, NEW YORK 16, N. Y. 
In war production on U. S. Carbines, Caliber .30 M-1—Airplane Instruments— 
Gun Parts — Ammunition Components— Fuses — Primers—and Miscellaneous Items. 
Please mention the Gregg Writer when answering advertisements. 
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Behind Esso's 100- Octane Gasoline 


March Hundreds of 
Underwood Typewriters... 





Enlist your dollars...Buy War Bonds...To shorten the duration 


The fast-flying fuel that powers the planes of many of 
America’s intrepid airmen gets its paper work “start” on 
time-saving Underwood Typewriters and Office Machines. 


Throughout the Esso organization they have played a 
prominent part in the quick handling of office detail re- 
quired by the company’s war effort. 


From the “paper work” in the famous Esso Research 
Laboratories where this Victory fuel was developed to the 
final orders to Esso tanker captains for delivery “somewhere 
in the war zones,” the unfailing efficiency of Underwood's 
durable equipment speeds the vital war work of the Standard 
Oil Co. of New Jersey and its associate companies, 


Reports Esso Marketers: “In the last few years many of 
our Underwoods have had to do double and even triple 
duty. Our UEF machines have stood up remarkably well, 
regardless of their age!” 
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SPEED 


UP! WAR WON'T WAIT 


With the time element all-important, Yeoman training for the 
SPARS is keyed to a new tempo for the quick results necessary 


By ENSIGN HARRY W. NEWMAN, U.S.C.G. 


OUNDING hammers set the tempo for 

training at the Coast Guard Station tor 

enlisted SPARS. In the early days when 
the station was getting under way and the 
once-luxurious decks of the Palm Beach Bilt- 
more Hotel were being cleared for action, the 
insistent, hurried sound of hammers beat out a 
rhythm of “full speed ahead.” 

Those hammers were pounding when I took 
over the assignment of setting up a Yeoman 
School for SPARS. There was no time to 
wait until the workmen’s job had been com- 
pleted. The Coast Guard needed hundreds of 
competent yeomen as soon as they could be 
turned out. Neither construction nor instruction 
could be delayed. The first class was trained 
against that background of audible urgency 
Workmen pounded away at bulkheads whilk 
students pounded away at typewriters. 


THERE were 145 members in that first class 
to be graduated from the Yeoman School, and, 
as I presented them with their certificates, | 
thought of the desks in all parts of the country 
which would be their battle stations for the 
duration of the War. The men who used to 
work at those desks had traded them for the 
decks of ships. It was up to the Spars to take 
over and to uphold the Coast Guard tradition 
of always doing a job effectively and well. The 
jobs which lay ahead were war jobs, impor- 
tant ones. These new yeomen had to be good! 
Some of the Spars at that graduation had 
entered the school as beginners. Upon comple- 
tion of the course, twelve short weeks later, 
they were taking shorthand at the rate of 100 
words a minute and had mastered the other 
subjects with the same dispatch. In an ordinary 
business school, it would have taken approxi- 
mately six months to achicve the same results, 
but war won't wait! The training period had 
to be cut in half, while the amount of work 
accomplished remained the same. 


After eighteen years in the Coast Guard, I 
knew what would be expected of the graduates 
and felt confident that they were prepared for 
it. Reports received from the units to which 
these yeomen were assigred have been ex- 
cellent. 

The first class of graduates—products of ac- 
celerated, intensive training—made good. Each 
succeeding class has chalked up a similar 
record. 


S INCE stenography has gone to War, the time 
element is all-important. Quick results have 
become an absolute necessity. Our program in 
the Yeoman School here is geared to fill the 
immediate needs of the Coast Guard. After 
Spar recruits have completed six weeks of 
indoctrination, they are assigned either to a 
specialized school for further training in a 
particular field or to an active-duty station. 
Those assigned to yeoman training are selected 
on the basis of education, previous experience, 
and general aptitude. Since each group repre- 
sents a wide variety of civilian experience and 
training, there are two levels of instruction— 
beginners and advanced. 

Beginners need have no typing or shorthand 
training whatsoever. Giris with a high school 
education who show aptitude for this type of 
work are qualified for the Yeoman School 
course. To qualify for the advanced group, a 
Spar must be able to transcribe shorthand dic- 
tation given at sixty words a minute. Up to 
this time, the Spars are known as boots. As 
soon as the Selection and Classification Divi- 
sion turns them over to us—or to one of the 
other specialized schools—they become trainees 
and plunge right into the business of earning 
their petty-officer rating. 

The subjects which they study during the 
following weeks are shorthand, typewriting, 
English, spelling, arithmetic, and professional 
subjects. Professional subjects include Coast 
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Guard regulations, personnel instructions, pay 
and supply instructions, courts and boards, re- 
ports and returns, Coast Guard correspondence, 
rules for handling mail and files, and the or- 
ganization, administration, and routine of Coast 
Guard offices 

A thorough knowledge of thes« 
makes a Spar more than a competent stenog- 
rapher—it makes her a competent Coast Guard 
Yeoman, ready to fit into the routine of a 
naval organization which is working at top 
speed. 


subjects 


NTANY of our trainees heid re sponsible secre- 
tarial positions in civilian life. The 
beginners is twelve weeks 
vanced students, their training 
only six weeks, During that time, they master 
the professional subjects and increase their 
speed in shorthand and typewriting 

Even though shorthand is an old story to 
the majority of the advanced classes, the sea- 
going terminology which is a part of Coast 
Guard paper work is completely new to them 
Through a judicious blending of these Navy 
words and phrases with the general list ot 
commonly used words and phrases, it is possi 
ble to bring the student to a high speed level 
with a more thorough knowledge of theory and 
a broader vocabulary in a shorter time than is 
customarily the case. 

When a Spar yeoman reports for duty in a 
Coast Guard shore establishment and an old 
salt trains his main battery on her 
go with a broadside of dictation, she sails 
smoothly through a sea of such terms as abaft 
the beam, lubber’s line, dust devil, 
phytoplankton, hackmatack, 
hot papa, cat's-paw, 
nacle list, and dead reckoning. They are all 
part of a good yeoman’s shorthand vocabulary. 


course for 
As ad- 


pt I iod 


in length 
lasts 


and lets 


mare's tails, 
plates, 
wigwag, windjammer, bin- 


Squeegee 


A VERY fine attitude is displayed by Spar 
trainees toward their work in the Yeoman 
School. They exhibit a keen interest and a de- 
sire to excel. In the subjects of shorthand and 
typing, girls seem able to attain proficiency 
in a shorter length of time than men 
the professional subjects and arithmetic prove 
more difficult for women. They are also weak 
in spelling. 

We have set up our own spelling and arith 
metic courses. The average yeoman is often 
called upon to prepare routine reports and 
forms that require skill in computations. The 
workbook is designed to aid prospective yeo- 
men in developing these skills. Remedial in- 
struction is given students who show specific 
weaknesses 

In our spelling course, the students are given 
constant drill through dictation exercises and 
written exercises. The words, chosen from the 
students’ writings or from errors made in diag- 


However, 


and in 
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tests, are writ- 
ten on the blackboard, 
pronounced, broken in 
and their 
confusing parts under- 
lined. 


nost 


to syllabl S, 


STANDARDS for 
graduation and for the 
rating of Yeoman 3/c 
are high. For beginners 
—a minimum speed of 
60 words a minute in 
shorthand, with 95 per 
cent accuracy, and 40 
words a minute in typ 
ing, with a grade of 95 
per cent. For advanced 
students — 80 to 120 
words a minute in 
shorthand, accor 
to their speed up 

trance, with a gr: 
95 per cent, and 

50 to 80 words 


ding 


ute in typing, 

ing to their entr 
speed, with a grad 
95 per cent. The 
imum final 
English is 85 
professi 
subjects, 85 r 


IN order to receive 
the rating of Yeoman 
3/c, the student must 
achieve the final aver- 
age of YO 
The 
graduates who 
beginners write 100 


per cent 
majority of our 
were 
minute when 
they finish the course 
de velop an 


words a 


several 
80-wpm speed in_ the 
twelve There 
are but fev who 
get no furth than 
the 60 wpm. Those in 
the advanced level who 
have a speed of 60-120 


on entering, 


weeks 


increase 


their speed substantial- 
ly—some write 140 to 
180 wpm upon comple- 
tion of their training 


The standards set up 
for Spar yeomen are 
the same as those set 
up for the men, They 
are taking over jobs 
formerly filled by men; 
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they must be as good 


or better than thei 


predecessors 


Two of our gradu 
ates who are assigned 
to this office are good 
examples of competent 
Spar yeomen Mar- 
garet Regan, tormerly 
private secretary for a 
onstruction engineet 
ing firm in New York 
is now taking dicta 
tion at 120 words a 
ninute and transcrib 
her notes at the 
rate ol SU per She 
made a perfect score 
of 4.0 (100 per cent) 
in the final examina 
tion in Professional 
Subjects and an aver 
age of 3.9 (98 per 
cent) for the course 
She handles the rec 
ords of the trainees in 
the School and takes 
care of all official cor- 
respondence. Yeoman 
Regan attended the 
James Monroe High 
School in New York, 
where Mrs. O’Connell 
was her teacher 
Jeanne Mc! ellan, 
also a private secre- 
tary from New York, 
not only takes dicta- 
tion and _ transcribes 
her own notes at a 
high rate of speed, but 
can transcribe my 
shorthand notes a 
I write nothing 
out in longhand for 


hand 


well! 
her. I simply 
my notes and she 
carries on from there 
No office where girls 
like these are assigned 
will ever be a bottle 
neck in the war effort 


HANDLING paper 
work may seem a dui 
assignment in wartime, 
but judging by the let- 
ters from graduates « 

the School, the Spars 
find their work ex- 
tremely  interesting- 

they are contributing 


lrectly to winning the War. They are assign 
d as personnel yeomen to Captain of the 
ort offices, as engineering secretaries, I 
gal stenographers, medical stenographers 
and to Intelligence work and Communica- 
tions. The Coast Guard yeoman has reason to 
be proud of her rating badge, proud of the fact 
that she has the opportunity to work in clos« 
ooperation with the high-ranking ofhcers of 
the Service. The Spar yeoman has a position 
“ peculiar responsibility—she is entrusted 
with matters of confidence and importance. She 
must learn to see all, hear all, and say 
nothing ! 

par yeomen are serving their country frst 
of all, but they are also receiving training and 
experience that will be invaluable to them when 
they return to a civilian status. The training 
received in the Yeoman School, supplemented 
by the practical experience she will receive in 
yeoman work, will qualify the Spar for a much 
better job in the postwar world. The earning 


capacity of many of these giris will be at least 


doubled 


A PARTICULARLY fine opportunity 1s now 
available to good stenographers who join the 
Spars. We have introduced a reporting cours« 
into our curriculum to give girls special train 
ing for assignments as yeomen in the Merchant 
Marine Hearing Units, as legal stenographers, 
and as reporters for courts and boards. To 
qualify for the course, a girl must show a 
sufficiently high aptitude for this type of train 
ing, and be able to take dictation at the rat 
of 120 words a minute. The objectives of the 
course, which is six weeks in length, includ 
ability to take testimony dictation at 160 wor 
a minute; development of transcribing ease 
levelopment of adequate specialized vocabulary 
and the acquirement of a knowledge of tl 
duties of the reporter. The assignments whi 
graduates of this course will receive will be 
stepping-stones to the profession of court re 
porting, the income of which is more than 
many a doctor or lawyer receives. 
Spar yeomen are proving an asset in a na 
tional emergency. As a result of their training 
P 


and experience, they will also be a boon t 


peacetime “business-as-usual.” 
r , . 
PHE pounding of hamn 
Coast Guard Training Station here at Paln 
Beach, but the sounds of the Yeoman 5 


as stopped at 


continue in the same tempo—the maclhiune-g 
fire clack of typewrit S. the whiz of pen 
ingzg across shorthand pads! 

‘Now is the time for all good men to com 
to the aid of their country” is no long an 
overworked typing exercise. It is a truth and 


a challenge, and it applies just as str 
women as to men. Now is th ! 


won't wait! 
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What Would You Do If? 


4 Secretarial Quiz Arranged by FE. LILLIAN HUTCHINSON 








. N ‘ \ B Tl st I » s> a IT a 
£ \ lorgott iy ‘ \ sary oO 
| Ouest n our D 1 ther funny t st to, bu 
Secretarial Quiz: “On Monday a larg they are ofter thing but funny to the mar 
. : 
tt it y chief weat How far s ( 
. ‘ ¢ cht ‘ etary ¢ o t es mba assing 
' , ‘ 4 7 tates a f 
‘ ; ¥ ‘ } ; 
f ibe S 
‘ ~ , ¢ e amet +; 
1 ct " 
for it 5. Your chief, w 
t hief The February Bonus Question { general sales 
ts I The man you k for says at the close of business nage! 1 your com 
ne dav You know we have that important sales inv. has given vou 
ference here tomorrow morning Of course, you * 7. 
know that it is on the appointment calendar and that t prool i a price 
| " he s in charge f the « nference What w | be your t t! it the advertis 
es sib ties regarding the conterence>r . 
‘ v department has 
v , 
ired. He has asked 
be scounts ted witl 
t itest \ f two ¢ s; also 
the e t ; 
t 1 ft ys prod 
tir I 
s t g it the price 
r A \\ a s t ¢] 
) wit tic ‘ ; ; 
s 3 ‘ ke ‘ 
f . e of 
r i iN Le \ icar 
H ( t New York) 
. ¢ tels whose 
‘ ’ 
a a tes are tt ce » that 
RR t . s | ge ties tels ir 
t t ¢ | s¢ ss other 
‘ , t ele hie 
. ie . thes 
gent I et r . t g ( . 
s saf < x . , tra 
‘ & 
t \ na 
‘ 
} t . wit tios 
I 


~ 2 y s s s t 
| , “ t is ¢ I y 
‘ , ‘ s I t nN t be 
€ asks ¥y 1 to ma Val 1S tt 
i : eo f y ge that she take « f 
CIT) tl) S 1f! ‘ ; " tat 
Ly it I \ t the zg 
S in the ie W tels t t g 
past. Th v cit at ’ - 
st ely ' j 
ited | re. H ao 
g teley e a message 
ing + ‘ . ‘ a all , 
ing t t t ’ . it | ’ make this arrangement 
vour letter contain i iting ea ae take t ! that is not possible, 
t mn your ar 
) n ’ . ‘ 
l gy \ it \ ‘ will understand 
On t way tot s you sl all, « © kept nd is—your 
. ! f ts and ex 
KIit and tea y y Let y P 
5 that e may 
re I I I t [ £ al a rR 
epiace your torn hose \ ! eV ‘ x v t . 
vou! ( 1et 1S I ’ ; ‘ t \ . - : , me 


esser > 
i es 


re 4 ‘ m 1.5 > 
é ’ ‘ d Continued on page 301) 


_—_——. 














ary, | 
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WHEN TEACHER TRANSCRIBES 


You'll enjoy this graphic account of a Texas teacher’s own 
experience as an amateur reporter, and what it has taught her 


By LOYCE ADAMS 


ODAY t small t f Kingsville ef \ 


Texa ooming l streets teen vas added to my \v ibulary 
trom boot camp, with ex 


" P ~ 7 . - ee 
1 Navy fliers, with ASTP boys wh SINCE the day I sat is Kingsville’s court 


attending the United States’ southernmost house jotting dow: stions and answers, | 





| 


lege, the Texas College of Arts and ave filled a ¢ | many notebooks with short 


Industries (A. & I.), located in the shadow of hand and hav taught shorthand to sever 
Santa Gertrudis Ranch home—the Santa hundred student but it was that 
Kort hest known of 1 .s s whict Kinesville 1 = ‘ 2 
+ Greater kK g Rar ' \ le rt ‘ | ‘ . te 
s ro tl t s of Kings ind a t . ‘ ( ‘ 
4 TY ‘ 1 
ed wit \ y Nav » I 
* | little dt ee” t one d ~ , " 
‘ ’ ' f ¢ ld 


- ed with s blems as nurs to the ill ( t Dark O than the 
ng a young college, electing a president of rest of us! D Robert Bartow Cousins, be 
the United States, priming a congressman-to loved first president of the Texas College of 
be, named Kleberg, and listening to a Will Arts and Indust 1 in 1932 and was su 
Roget Sp They were concerned, also ceeded by E. W S An inaugurati 
vith seeing to it that people’s properties w ceremony As thougl in 
pr tected from the fly-by-night linary ster by issuing an ord 

, f t ne lemor be mad I s asked to take tl 
ora t tree f the luscious golden f é S sons, including Dr. H 
4 va f le’s Y. Bene t t of the University 
! | i i R \ Miller liti jar 
In ‘ Soe d « ‘ \ & } R { 7 t | xa 
() ad ot c } T ’ ss ‘ 
‘ 1 4 ‘ vas } j nar la Alt k | 1 
t tak i is nw sev ul b t s | \ t t ! There 
é 1 tried for stealing citrus fruit and vas | thing to d I t f urs 
gas ] ‘ Ovntc . ret ge tl ¢ , teary ist hef ‘ oht ‘ } R idving 
lollowed sin wl Eng vas being Special Fort 1 | i Result: Miss 
taught to S sh-speaking thlis Yeag t of tl es witl 
D VW = ¢. < ks. | 1 i] t S tf nanv typec 
nev Doll . vy kind tir = , . tion ‘ ! , 
| ft 1 and ‘ te ] it \ ‘ t \ 
; very ++ . | " ter I d \ l ; riot } r? ” 
fs ' ‘ P = » 4 , } , ~— Sant ~ 
vith ymnfid c Bi t iias Alt ig! , ~ 2 4 but 4 nt 
t S he ge ilter pag vit t taiteri per [ t t ! » tna 
the 1—séatir t mplet iters ! 
trans st be p duced and I ld not 
aie very femortest word The I 1038 } R ' the ara 
boys id been a sed of gasoli f the W rite ( fe in Boulder 
trom automobiles I was sure they had beet Colorado One ol lectures was entitled 
taking gasoline. but “taking” was not ¢ Troubled Writ [Troubled World.” 


it 





ranscribe 








spee tea suggested tl ! sing W ! 

that M Rj id been disturbed a t vo 

t S is irse, right. I had 

bee t , 1 witl aiding symbols 
' ‘ 


y W 
t } 1 ' rt} 
I t t I rthand i shortha 
P ’ 
t t lear nk 


DALE « NEGIE came to Hardin-Sin 
mons University in 1940 to lecture on “Hovw 
to W H sked Gib Sandefe 
unager of im numbers appearing at th 

| ( vi y Band Inc ) 

t t graphe Following Mr 
Ca Q eived lecture, delivered b 


{ I s Texas zudier es 2g 
{ ; , + 
| (; t gt apher 
~ vy st 1 sa toda) 
" t e and a typewrit 
to t Woot Hot He carried the type 
write 1 it itl t s Ww waited 
tl hote At ast M ( arnegit i! 
vited us t greeted by the sight of red 
striped ul flung a ss an unmade bed 
I opened tebook and took out my 
| and pe Pete, t student, set tl 
‘ vn and took the most comfortab! 
, n the n Mr. Carnegie invited n 
t i i Sat a 1 Start 1 talking 
He | a letter t s secretary, but de 
| + @ iddle + st ¢ . ta ¢ his t il 
ig s nd lett vas hardly start 
I 1 another to an Enid, Oklahoma 


igain t pted with an idea for a daily 
colum: In the middle of a letter to an or 


switched again 


( aCK »t second letter 
All in all, ther ver so many switches in 
vo hours of dictation that I began to fear | 
ght not be able to unswitch the switches 
We didn’t use the typewriter that morning 
After finishing with the dictation, Mr. Car 
negie left for San Angelo and I returned t 
school After classes, I transcribed and 


irnegie’s letter 
him and to 
later Mi ( 


re xas to deliver a sé 


s, sending carbor 
Some 
West 
Once 
from him, this time for 
He did not 
dictation in the 
it was to be transcribed 
Rule 4 \ stenographer 


transcribing shorthand notes 


his sec retary 
to 


lectures 


irnegie returned 


ries of 


days 


give 


must be ale 





RICHARDSON, execu 
president of Hardin-Simmons Uni 


lexas, needed a stenographer 


Crt 


Tne 
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to help him p , t unus t f 
bh k “Texas, t Lone Sta Stat _ ‘ 
ind students w calle 1] Som 
‘ te well wit c Santa Annas 
( uahuas S ver, left large gay 
to be filled ghand when the ig 
vere ead sion purpos O 
depots” was t bed “dead posts \ 
atte all, wa worse than the governn 
stenographe en she sent the letter 
Peter Rabt l 1, instead of Cedar Rap 
When the t t to submit the 1 
grew short t \ tec 2 
neve knew I l 1 better A 
than the st t At y rate, I t ied t 
1 good many if I t 1 to mal t t 
very sent sense, at least t 
betore trans I g it The best way t I 
‘ r rr t ill mak - 
> ‘ ‘ . 
to listen to t t be s t 
you al " g is | 
to you att t vrite it 
k ile & y hs 
) .) ns 
IN May, 1943, the Sam Houston State Tea 
ers Colleg Huntsville, [Texas ed t 
D ctor o! I i S ieg { il 
citizens: ( nel Oveta ( H y and G 





fessor of Kx versit 
i ( larly 2g t ss) t 
f world a i V t 
iddress. B g N y 1) 
lay wis tle some lega latte i 

Ss aunt, ) ( m tn i » 
Houston State s Colleg H 

stenogral 

I had planne ck ti 2g $ 
victory garden that afternoon ; inst I 
mvself writing s thand tes transcril 
ing then When we t t | stratior 
building on the llege mpus, Dr. Taylor a 
I stood for a short time across the street fro 
the home \ re General Sam Houst ’ 
lived Our taxi was lat We vatched t 
evening shadows fall beyond the pines, an 
made conversat I n t ed “The Hous 
that Hitler Built 0k which t id, i yeal 
before it began t appen, just what woul 


happen in Europ 


many and 


years in 


Taylor, too, has for 


cast many things which have come to pass. |! 
seems that the men who have vision enough t 
see ahead are not always the men who ar 
politicians noug to t 1 the course 
destiny. Dr. Tay spoke of Austrian triend 
retugees America i cancer sp ilist 


The taxi came I cot 
He will return to the bu 
here in a littl Texas 
und, I had had 


ild not help but think 


I shall stay 


wuugh short 


] t+ 
pieasure OL mectil 
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f time this genuinely thoughtful and lave enjoyed hearing. Whatever I may have 
standing mat lost in not being able to watch all of their 
facial expressions as they spoke (although I 
ERIC KNIGHT, Carl Sandburg, Howard could not help but watcl Schiaparelli’s tall 
Mumford Jones, Eleanor Roosevelt (“A Typi pink turban bobbing), I believe I made up in 
Day in the White House”), Jan Valtin, being able to put in black and white some of 
Edward R. Murrow, Fulton Ousler, Martha the words they spoke. I have had pleasure in 
Foley, Frank Ernest Hill, Dr. Walter P writing news stories and stories of school 
Webb, just returned from Oxford (“Life in dramatic productions! The credit belongs to 
ngland—1943”), Madam Schiaparelli, Louis shorthand 
termeyer, James Stephens, Edna St. Vincent Rule 6. Learn shorthand well; it may bring 
Millay, Gertrude Stein—these, and others, I unexpected events and people your way 


Some Notes on Court Reporting 


By TED MACK 
Official Reporter, Tenth Judicial Circuit, Lakeland, Florida 


W: ften read of the ambitious court re It is said that Charles Dickens drew copiously 





porter who gains admission to the Ba: from his experience as a court reporter in fash- 
eversed the process several years ago by ioning characters which have niade his books 
abandoning the practice of Law to become a so famous. Certainly any reporter can recall 
irt reporter; and, as I have watched our personalities and situations in almost cvery 
niversities grind out their thousands of fledge- case that would make the finest sort of ma- 
ng barristers year by year to take their places _ terial for the novelist. I have encountered Nas- 
a ifession already prohibitively over- sau negroes with clipped British accents; cases 
wded, I have congratulated myself many in which all of the parties were deaf and 
$s upon my decision. For in no other o« dumb, and so obliged to testify through inter- 
within my knowledge can one com preters; and on one occasion I was engaged to 
in adequate and stable income with such report a case in which I had myself been sum 
ptional opportunities for moned as a witness and 
rvvement, leisure, was, of course, placed 
ndly contact with in the peculiar position of 
tstanding men in having to report my own 

eld testimony 


UNITED STATES 
FROM the standpoint of 
me. the shorthand re- A A porting work should brush 
rter enjoys a measure of & up carefully on the pro- 
urity possible in few 3 © he D cedure of the court in 


ANYONE interested in re- 


r 
ther professions. In most vhich he intends to report; 


{ ' 
a ly exhaust himself by re- 


1 the State or County, 


1 the nature of a retainer, porting merely routine mat 
n addition to his per diems ters, or (what is mucl 
nd fees for the prepara more embarrassing ) he may 


f rec yrds. and, while omit something that is in 


wny attorneys undoubtedly 4#h WAR LOAN DRIVE | dispensable to the record 


earn a great deal more than young lady who had just 


January 18-February 15 reported her first case once 


— 


e most successful court 





reporters, I think few complained to me that the 
will deny that the income judge, after granting the 
of the average official court reporter is defendant’s motion that certain testimony b 
considerably larger than that of the average stricken from the record, did not give her suf- 
acticing atte rney, whose office rent, steno- ficient time to strike the matter out. She had 
raphic help, and other expenses it deeply attempted to thumb back through her notebook 
nto his gross earnings and literally expunge the offending questions 
and answers from the record. That’s one thing 

To me, one of the most fascinating features that is never, never done—it might have 
f reporting work is the study of the myriad serious consequences should one of the parties 


man types to be observed in any court room, desired t ite an Appeal 
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| 
THE LEARNING PROCESS 
A talk with beginners about methods of study, and a short drill 
good for review or penmanship practice for any of our writers 


By JANET KINLEY GREGG 


T this time of the Third, surely, must 


year there are usu- rials with 


ally many new stu- vhich t vork. A good 





lents beginning the t a note 
study f shorthand 00k \ sonably 
Some of t vill have d y uper are 
asked tl ves, “H t t best re 
ng will take me t s. J e de 
earn shortha Some 1 from 
students who ve been | y 
tudying since Sept b { ils 
be may hav asked \ \ . é 
themselves H g t 
will it take me to in t " 
ease my speed to 100 dt it is 
words a minute?” Of ‘ write short 
» ¢) - . +} ’ 
soe-aghe : seaabetion™ to Correct, but comfortable! Not ; - &§& 
either Of these questions just posing for you here—Miss MOO pape 
depends partly on the Pollmann was actually writing H the pen uly 


ability of the individual Note the raised wrist. sing just enough pres 
and partly on the ire to gui I 


amount of effort and tin is willing or \ t S that t to 
able to put into the study. In other words, how tired when you start your lesson. However 
] il 1 W l] I | it t ’ \ 1 g I tive st T ¢ 2 t 
ALTHOUGH sugegesti vy to get t abit to stop before fini shing the job. Also, it 
best results out of time spent in studying hav is well to bear in mind that weariness may 
been set forth on these pages many times frequently cree] ! before the dav 

perhaps it would do no harm to mention a work is con t but that in an off you 
few of them again for the benefit not only will have to keep on working unt losing 


of the new students but of the older ones time every d 
as well. — 

First, there must be a time to study if PHERE is! to be learned from the study 
this time can be at about the same hour eacl f shorthar iside from shorthand itself. His 
day, so much the better. When we have a_ tory enters t picture at once, as we fin 
certain thing to do at a definite time each day, that shorthand is hundreds of years old. Jus 
somehow it seems to get done with less effort exactly how old it is we do not know 
and with less time lost in deciding when to that the Egyptians had a sort of shortened 
go to work! The amount of time spent should form of writing is certain. Shorthand will 
be approximately the same—it is better t improve your long! 


work half an hour a day than to work two _ the control of gets better for short 
hours one day, not at all the next, and perhaps hand, it will also improve for all writing. Y 


“11 7 ' ' ' ' 


twenty minutes the third day vill learn a priceless lesson in the value of 
Second, the place. If the place can always time, for in s rthand, as in racing, tim 

be the same, the results will be better than if of the essence. In fact, if it were not for th 
different surroundings are encountered eacl element of time, most of us would not b 
time. There will be fewer distractions in a studying shorthand at all—it would be only 
familiar place than in one in which you have for those wl were scholars of the art of 
never worked before. In line with the plac riting, much as Sanscrit is studied now only 
to work, comes a consideration of the comfort yy earnest students of language 

of the writer. See that the desk is the right You will soon find your vocabulary growing 
height; that you sit well back on a straight by leaps and bounds, and the meaning of words 


chair, leaning lightly on your forearms on th: will take on a new importance to you as you 


desk: and that the light is good leal more and more with words. You will 
g 





| 
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| 


1 Ge R ‘ ‘ ; e ‘ ; nal ' 
1 in ind 1 V i d gether and a rd is 


t what y tart; for there formed, and finally comes the art of joining 


t study. You v arn 


sol cigs pi eZ 
ea aie Oy A od 


r, a. m: van; he ran, I ran; an, e, d; need; I need 


Cae 


‘ > ‘ ¥ , ; 
: y S em T 
; \ ‘ | ' 
. w any 3 so it is obv s that any less missed 
Rot + + let ‘ , 
‘ | these letters t be ma p f A re to t ‘ 
> I t a I > It ‘ , ] + + ] , 
= . \ ] i\ t ita 18 mk i 
f ¢ +h 
‘ eEIK CTIK it@is am i than e, there 
¢ ‘ 
your is bas . ' — . 
i a 5 re it 7 pay 
: ten with t ting will not 
te you W t ) t pay the man or 


A t classroo! i serve just / vt Y are 
¢ y, 2 —_—) 7 f vritt n; and, fir illy, pra tice writing ther 
y, f— * yoursell, alt g always ior t accuracy a 
ia eA ? Af. Huency that will make y writing easy f 
f— bv 
AP? a eke Gone JPL i—or any to read 
/ 
1) — . 
a Ee Bl Av: KX DRILLONCOMMONEST WORDS 


OF CHAPTERS LIT 


Z / Based on the list given in “5000 Most-Used 

















/ ’ Lad 
- Shorthand Forms 
‘ Su ‘ , § / f é n page 290 
\ ma é haracter ' the Gregg alpha 
en directiy trom the nfhand ietters ' 
A I i 

i) \f \ ~ ‘ ' Sa rol me in't. eve hair, hear, here her udd, had 
‘ . . : ‘ eat head him may mie came ciatim, game 
I iy inp SiR get hid made, make meet met necd rain train 
t 1 t this in iong and dy ‘ é rat rea { ready take 
‘ P ' sken error nan, mean hand handle market Mr 
»% . Ur ir f 17 mar money men month remain 

: the 

‘ | , + ‘ +} . ne< 1 ++ ib \ ‘ 
‘ tea itecelf ta the level , 

ae aS » & . id happen, happy, heip, pa trip, baby, back, bit, fac- 
{ S I the tte In shorthand tory, fair, fat, fear, fee, feet, fill, feel, felt, fimish 
- eo ' , , finished, fit, half, if, left, even, evening, leave, live 
\ is 1 wed Dy ri, the angic check, each, reach, teach, age, page, cash, machine 
( t two is rounded off to save time, she, sheet, paper, papers, pretty, plan, plans, play 
' able, black, free, piece, busy, dress, members, sale 

‘ Here ¢ e ino writter a 
i g written a rit sales, sell, sells leep, clas less, place, its, minutes 
days, hands, chance, dance, means, come miss, times 
“ as, has, ry, see, case, makes, sick, goes, guess, seen 
7 ? sense, since me, seem, city, history, set, stay, study 
hg 9 be _ said, face ave, season these yours least, visit 
<e Z ee hasi cases, places, placed, other party, thinking 
4) ) erythine methine, action, mention, men 
) 2 ma 4 f shipped, passed reached 
Cc / 7 ’ imyone begin, increase 

A 
Loo %, C C 
. . box hot yol of ff flen sorry 
ir, fl. vor. vl r l, br, bil , 

Pr, pt, hought brought 1% “ pught sau so talk 
ulked, close fe hope kno no, mote, notice 
pen, post, road how hown, wrote, alone, known 

tik 1 itions W , 
. », own. home, r , ore tory, college, whole 
e similarly modified ? ‘ rdered, pp ibly. received, stated, wanted 
i7nm, heard heart, hard better, iater, iattier 
’ 
| HIS { the general plar . learning in 
rit vS the general plan ol learning i Forms te plete this drill on Chapter Ill words 
thand first. some letters are learned. t . and he t d Chapter 1V-Vi, will be given 
: . , : next month. Sp e permit 7] fo carry oniy me page 
esson oO OW ) 1 n of this Common Word dril this time Editor 
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Frequent-Word Drills 


Including the words in the first thousand most-used words that come under the 
principles of Chapters One to Three 


1. ” 
napte! 


C Q 
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ART AND CREDENTIALS 





JUST A FRIENDLY JOG IN TIME 


Urgently inviting you to take 
the O.G.A. Contest that closes on March 15 
ELAINE ULRICH 


shorthand year 
By FLORENCE 


HE big Annual O.G.A. Contest is fast 
lrawing to a close, with only a few 
which to “brush up” on the 


hand characters and put the 


more elusive short 

nishing touches” to the beautiful specimen 
plan to submit in competition for 
he work you do in these last 
few weeks will distinguish you from the 
mediocre writer, and put you into the “expert” 
if you give the right kind of 


the awards! 


class—that is, 

attention to your practice 

Look at your shorthand critically to see if 

e notes look drawn and shaky. Have you 
t I 


istered proportion in length of strokes and 


e of circles? If you have not, devote an 
vening’s practice to each of these elements 
F « ect techn que One of our plate writers 


word as thousands of times 


betore she could write it perfectly at will 
It is surprising how few shorthand writers 
ike that simple little outline correctly! 


Complete mastery of simple word forms makes 
in expert writer, because longer and more 


mpli ited wutlines are comp sed if tw or 


ry. 

THE athlete w » bounces out of bed an hour 
earlier in the morning in order to get an ex- 
tra | ir’s practice at the track will be repaid 


when the dav of the Big Event arrives and he 


finds himself winner of first place or a 
runner-up for one of the awards. Even if he 
loses, he will have the satisfaction of knowing 
just how close he came to winning—how much 
extra effort he must put into his practice in 
order to win next time. The shorthand writer 
who is interested in improving his technique 


imy 
and skill will have that same satisfaction if 
he enters the O.G.A. Contest 

\ black lad, who had been left behind i 
around th 


race, turned and swiftly ran 


other way. “Hi, Mose, where is you goin’? 
shouted one of the bystanders. “I ain’t goin’ 


panted Mose. “I is gonna win 


>” 


I is returnin’,” 


this race, and I figure if I run twice as fast 
toward the rear of this track I'll von be 
it 1 nt up there!” 

The shorthand contestant who spends twice 
s much practice on elementary formation 
and combinations, will find it much easier to 
write a suitable final copy in the O.G.A. Con 
est. F instance, a word like bulwark will 


be badly executed by about 90 per cent of the 
ontestants And Because they will 


nat have taken the outlime apart and practice d 


why? 


part in the big event of the 


its component parts sufficiently to be able to 
write them rrectly in the 
[he principal faults will be a b that is either 
ght, or not of proper 
large and sprawly; 
too straight or too short, and 
rk will be too long, or incorrectly made. If 
the writer will practice writing } until he can 
make a correct curve at will and then follow 
with practice on b-oo (keeping the hook deep 
and narrow) until he can make it perfectly; 
if he will then add / (writing b-oo-l per 
fectly), and finally add rk—he will have im- 
proved his speed, 
only on bulwark but on many other outlines 
forms 
require special attention 
accurately, shoddy, 


comple ted word. 


too short or too stra 


i 
slant; the hook will be 


/ will be either 


fluency, and accuracy not 


embracing similar 

Words that will 
are faultlessly, fluently, 
dawdler, that comes, sportsman—and others 
which I shall not list. Faulty structure will 
not be due to inability to write correctly, but 
to lack of attention in the practice—or to no 
practice at all! (See Contest Copy page 296.) 


IF learning to write the Contest Copy expertly 
had the value merely of enabling you to write 
that one piece of copy correctly, it probably 
wouldn’t be time and attention 
| am going to recommend that you put into 


it. True, if you win one of the prizes, you 


worth the 


have the honor of 


having your name in a 
magazine of world-wide circulation, you im 
mediately are classed with the expert writers 
and you may count yourself 
but all this may not be 


of the system 
among professionals 
enough to warrant your! putting your time on 
the kind and amount of practice I shall rec 
ymmmend 

What you will get out 
tice will be expert technical training in han 
dling the tools of your trade—and every mus! 
ian, surgeon, or other master craftsman will 
tell you that long tedious hours were spent in 
leveloping the perfect technique required to 
ike them specialists! You must become a 
horthand specialist if you would make your 


of this Contest prac- 


I 


ofession pay you big dividends in money 
nd position. You must put into your practice 
the interest, enthusiasm, and time required to 
make an expert writer of you. Only then 
can you go out and offer your ability to the 
highest bidder, in the full knowledge that you 
can give the kind of service required of you 
The Contest Copy embraces enough basic 
forms of shorthand and a sufficient number 


‘ 
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as a superior writer of 


the svstem keep these 
ints 1) ; \ ' 
ictice 
¢ he 
‘ 
r } 
¢ comes 
r end 
¢ e 
\\ 1 bold 
t 
¢ sy 


ire ? +} 
} } 
1s S 
‘ } + : 

If ! that 
, f s 
and te this 
constal ‘ 7 ++ t YT 
vour practice during the 


next few weeks, what is 
to hinder you from be- 
coming the possessor 
of a 
With Br 
helieve that “He beats 
that’s first and also last 
in running.” 

And remember the 
closing date of the Con- 


1 cr 


test is March 15! 


beautiful prize 


wing let’s 


%t combinations to afford 
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high degree of Revised Schedule for 


executional training. Spend some time ever oe 

day on your shortl Sending Tests 
ans 

ass it rT ()\ 

ing t O Contest er \ 

into t t I 

hand ()(,.A t 


bcos 
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TH! old expression Like teacher kK 

| i] illustrated tr : 
set of O. G. A. papers submitted by Mr 
Romagna recently, that we cannot resist 
showing you the resemblance. 

We are certain that if more teachers 
realized how definitely their own style is 
impressed upon and imitated by the 
pupils they would most certainly want t 
send a specimen of their notes to the 
2) (, A 
well their style measures up to the profes 


pupil was so vividly 


Contest Examiner to see how 


sional style required of teachers! 

The Teachers’ Copy appeared on page 
188 of the December issue and is being 
repeated this month (page 296) You still 
have time to prepare your specimen. The 


QO, G. A. CONTEST CLOSES MARCH 15 
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February Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite check- 
ing and imsure accuracy in making out certificates. February copy is good as membership tests for 
O. A. T., C. T., and O. G. A. until March 15, 1944.) 


O.G.A. Instructions Junior O.A.T. Test 
The O.G.A, Contest Copy appearing on page 296 is INSTRUCTIONS: Type on one page the fellowing 
i to be used for January Membership tests as well as extract from the Fire Prevention Week Proclamation 
for the Contest. Practice this copy as much as time of the President of the United States last October. 
permits, to secure a specimen in your best style, but 
send only one paper to us for examination. All tests FIRE PREVENTION 


written from this copy will be considered in the Con- 


test, and no fee is required for entry. If your paper = . . 
is being submitted for Membership also, send it, with Uncontrolled fre, even in normal times, 


lee, to the Membership Exominer;, if for the Contest iS a national menace. It kills or disables 
only, mark it “Contest Committee.” In either case, it thousands of our people and destroys a sig- 
gly ohm anagy Sal a i RITER, 270 Madi- nificant portion of our national wealth each 
year. Today, when every machine is being 
taxed to the fullest productive capacity, 
when new hands are working with unfa- 
s mere miliar tools, and when agents of our ene- 
Junior ( ).G.A, Test mies are seeking to hinder us by every pos- 
sible means, it is essential that destructive 
Sis Considers Joining Up fire be brought under stricter control in 
order that victory may be achieved at the 
Z earliest date. 

? : ; a 

‘ > CO Nothing less than the united vigilance 
, a 2 ——— and effort of all the people will suffice to 
_ break the grip of this menace. Fire haz- 
Se, 6 ards everywhere must be detected at once 
a - wo and eliminated. Loss of life and property 

- from blaze and smoke must be reduced in 
C_£ Ps _ ao every State of the Union. Prevention of all 
7 uncontrolled fires must be our goal. ... 

I earnestly request the people of the 
rt) country to give heed to the importance of 
=> > —e —S—‘ —— taking active measures during this Week, 
sf? 4 : and throughout the year, to conserve our 
/ 








human and material resources from the de- 
structive toll of fire; and I direct the Office 
iil of Civilian Defense and other appropriate 
oO . > wT @ agencies to initiate programs for emphasiz- 
| ing the importance of attaining these ob- 
o 4 jectives. I also desire to enlist the codpera- 
| ” * ei « C oe tion of State and local governments, or 
educators and civic groups, and of the press, 
, the radio, and the motion-picture industry, 
oo i “d D Jy Fal with a view to promoting widespread reali- 
7 zation of the dangers of fire and knowledge 

of the methods of controlling it. 


| e gt pile. , Senior Test 
; Fs INSTRUCTIONS: Arrange in outline form. Cap- 
7D ae italize main headings, I to VI. Underscore subdivi- 
, ni ve) Fd 5 yA mies sion side-headings printed in italics. 
> J ARMY OFFICE TRAINING I. ARMY 
LID en ORGANIZATION ... Page 1 The Arms: 
: "a ) The Infantry, The Cavalry, The Field 
oe fF Artillery, The Coast Artillery, The Air 
ary ~— . & ; Corps, Engineers, The Signal Corps, The 
5 Armored Force. The Services: The Ad- 
Sr ae A jutant General's Department, The Inspec 
“a sais x C75 tor General’s Department, The Judge 


Advocate General’s Department, The 
(Continued on page 296) 
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February Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
cach error to get wet words written. Divide this by 10 to determine the net words per minute. The number of 
strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes written 


The thing that held me back for years and caused me to 
fill a lower position than I was really fitted for was my in- 
ability to approach men of business in a self-reliant manner. 
I was far too self-conscious. I often found myself in the 
position of the stage-struck amateur who knows his lines 
perfectly but is unable to recall them until he is out of sight 
of the audience. 

I had never realized how seriously this condition was in- 
terfering with my success until I was brought face to face 
with the whole truth in the following manner: One of my 
friends told me that the firm by whom he was employed 
was receiving applications from experienced men to fill a 
responsible executive position. As I was specially fitted to 
accept a position of this nature, he advised me to write a 
letter of application to the president of the firm. The salary 
was supposed to be more than twice what I was receiving, 
and the chances for advancement were good. 

I wrote a long letter setting forth my qualifications for 
this position, and a few days later received an answer from 
the president, in which he stated that he would be pleased 
to have me call at his office for an interview at my earliest 
convenience. Immediately upon receipt of the letter, I went 
to his office. Our conversation lasted for one hour, in which 
time he told me the duties of the position, details about the 
firm’s business and its future, and ended by saying: 

“You can write a good business letter, and had almost 
convinced me that you were the man for the position. You 
are well educated and have enough experience in business. 
But you lack one of the most important things—confidence 
in yourself. 


Strokes 


55 


1004 
1064 
1123 
1185 
1246 
1309 
1371 


1425 
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“I am going to give you some advice. Cultivate your per- arene 

sonality so that you can meet men on an equal basis. Be __ 178! 

firm, yet courteous. Make the most of your knowledge and _1839 
: experience. Fear no man, no matter what position he occu- 1896 
pies, and if you are certain of your convictions, defend them. 1960 
| Think success, and you will be successful.” 2005 
I lost the position, but I found myself that day. “Think 2063 

| success, and you will be successful,” appealed to me, and I 2123 
decided to put it into practice. From that time I madeevery 2185 

effort to develop my will power. One of the methods by 224! 

which I achieved results was to write a success essay every 230! 

day. These essays were usually short, only two or three 2358 
hundred words, but they contained the best thoughts on suc- = 24116 

cess and efficiency that occurred to me during the day. 2473 

I also read some of the best success literature, among 2528 





which were the biographies of famous men. I not only read = 2587 


and wrote these success thoughts, but whenever I ap- 2638 
proached businessmen I put these ideas into practice, as far 2699 
as possible. 2713 


I tried to meet as many men as possible—something Ihad = 2770 
studiously avoided before. And all the time, every day, I 2829 


tried to remember: “Think success and you will be suc- 2884 
cessful.” 2895 

Today I do not fear to meet any man, no matter what 2047 
position he occupies in the world. I am no longer conscious 3008 


of the fact that I occupy an inferior position, nor do I lose 3070 
control of my thinking processes. In these few short years 3130 
I have made rapid strides toward my goal, and I am confi- _—_ 3186 
dent that in a few more years I will arrive. This process of 3248 
educating myself as to my possibilities has not been an easy 3309 
task, but it has been worth while, and I have often expressed 3371 
my appreciation to the man who told me the truth about —3426 








myself.—From ‘‘Every Week.’’ 3433 


[Repeat from the beginning until end of the ten-minute test period 
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Quartermaster Corps, The Finance De 
partment, The Medical Department, The 
Ordnance Department, The Chemical 
Warfare Service, The Corps of Chaplains. 
United States Army Air Forces: The Fly 
ing Services, The Ground Crew Services. 
Women’s Army Corps (“The Wacs”) 
II. ARMY ADMINISTRATION... Page 
24 The Company: Morning Report, Duty 
Roster, Range Record, Daily Sick Report. 
Regimental Unit Personnel Section: En- 
listed Subsection, Officers’ Subsection, 
Reports and Returns Subsection, Corre- 
spondence and Special Orders Subsection, 
Classification Subsection, Miscellaneous 
Section, Postal Section. Company Admin- 
istrative Forms: Service Record, Report 
of Change Cards, Soldier’s Qualification 
Card, The Company Collection Sheet, The 
Pay Roll. III]. ARMY CORRESPON- 
DENCE. Page 46 Military Letters: 
Definition, Opening of Mail, Limitation 
of Correspondence, Limitation of Subject 
Matter, Promptness of Reply, Color of 
Ink or Typewriter Ribbons, Size of 
Letterhead, Margins, Numbering of Pages, 
Copies, Folding, Channels of Communi- 
cation. Immediate-Action Letters: Pur- 
pose, Arrangement. Jndorsements: Defini- 
tion, Stamped Indorsements, Written 
Indorsements. Inclosures: Accompanying 
Copy of Letter, Numbering and Arrange- 
ment, Placement of Inclosure Notation, 
Nature of Inclosure Notations, Nota- 
tions of Initial Inclosures, Notations 
of Inclosures Added or Withdrawn, In- 
closures in Separate Container. Classified 
Correspondence: Secret Matter, Confi- 
dential Matter, Restricted Matter. Tele- 
grams and Cablegrams: Classification, 
Urgent, Priority, Routine. IV. ARMY 
PERSONNEL FILING AND INDEX- 
ING....Page 63 Personnel Filing: En- 
listed, Officers, Locator Card Files. V. 
ARMY INFORMATION. Page 66 
National Service Life Insurance, Army 
Training Schools, Occupational Skills in 
the Army, Methods of Classification, Mili- 
tary Discipline, Military Courtesy, Cloth- 
ing and Equipment Allowances, Common 
Military Expressions VI. AUTHOR- 
IZED ABBREVIATIONS Page 84 


Teachers’ O.G.A. Contest Copy 


NATURAL RESOURCES 
UNTIL the nineteenth century the vast inherent 
wealth of the earth had scarcely been touched. 
Within the last century and a half, however, na- 
ture has been forced to do more than yield a 


mere annuity she has been made to surrender 
principal as well 

The present age is witnessing a whirlwind attack 
all over the world upon the slowly accumulated 
resources of forest, field, and mine. 

Imagine our plight today if such an attack as 
we are now making upon nature’s bounty had been 
launched in the first century instead of the twentieth, 
and had been continued during the intervening years! 
Rossiter has called attention to the fact that at the 
rate of the present assault upon the stored-up re- 
sources of the earth, her vast wealth may well be- 
come exhausted at no very distant date Selected 
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0.G.A. Contest Copy 
For instructions see page 293) 


Persistence Wins 
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The GREGG WRITER ROLL of 
HONORABLE MENTION WINNERS 


-F In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the best tests in each 
group during the previous month. This is a noteworthy honor for 

which every student should strive. 











eo 
F 
SHORTHAND PYPEWRITING 
j 
. . Fait Schultz High _ ‘ 7 4 . 
oO. G. A. Tests School Ashland WW 0 f of T ests z 3 
: OGA Test nisin re OA Cit New Jersey 
Lois Norma Johnsor Virginia Walst Me 
K Senior High Scho St. Pa anette Yunker, M , rst Colleg: Erle 
Hic! S Yakima Minnesota Hig s ennsylvants 
“ Josept s H Junctior Wis { 
0 , < r Hie Set ! rett M Marjorie Heling Centra 
j Sch Moorhead, M t Catholic High Scho. Competent Typist 
ca pulede, Oh Tests 
; 4 Met Hict ‘ Ferr Nicod « High 
S G 1. New ¥ Complete Theory Sel St. Hele oO EI 
} iH Ss : Virginia Byer, Comm 
- Minnesota Doris MeFadde Higt I Ling asthen High Sect | 
School Onarga I is rn ‘ , } Illinois 
rey Russell, High Set + - 
- “— . ; a Sa inst > es Charlotte Fletcher. Sentor 
. } ph's School Per ! 4 To Higt High School, A s. lows 
linots s Hawt ) Albert Paalz, Ahrens Trade 
Ethel Nelsor Universa r Hich Scho I . 
OGA Mem ER Rusiness | , Ka I ky 
I sas City, Mis ri Walling High 
« Idella Bertha K r, His _ 4 , = , fe + —— 
H School. Plevna, Sontans ee Bs Progre ss Tests rk 
A ! K ubonsa M Theresa B e St. J . . 
| ai - nh nhs 4 4 ? r 
: £ (mtario Canada e a W 1 I ' Van Cleave 0 
c. 1 7 7 High Sel l M Lad f the Lake College 
' . afet < - n Sar Ant Texas s 
0 } 4 \ a & . . ’ r 0 errors 
M sl College, St Senior Shorthand . ' : 
. ee n ngi | 5 > " 
ae . Speed Tests eee : High School. Aurora. 1 
R K Higt York nois (66 words. 0 er 
~ Rn 0 = 
Claudia Gr s : 
! I High Sch« Soutt t 
. \ la High Set ilinot High School, Southport 
N h I as City, Mis I \ f . 0 
s Pauline Conner 4 
1 i ' ’ ute We “ I I 
. Ss ’ S ra . Ra \ g t tue 
Junior a Pe ~~ er . tena 
Spee ests <a . zef du B S ©. aoe 
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ercial College, Low Joan Robinson, Central } Doyle, Madonna 
! Hig Set Providence H S Aurora 
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NEW YORK REPORTERS MEET 


Highlights of the December State Convention, including ex- 
cerpts from the speeches of President Horne and Mr. Smart 
By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


N December 17-18 whic fect ' . 
last, the New York ¢ 


State Shorthand Re- , : 
rters Association held its the f ‘ ‘ 


sixty-eighth annual conven- 
mn at the Hotel Pennsyl 


vania, New York City. It 





was 1 Wat convention, cues Te dane - 
stream] | to meet existing sane 
a and circum oe Som oe 
tances Che program was Ne 
| pre e New York ¢ . 
wre t business almost com- ’ 
letely, wit ymmittee re t g CSR leg 
be 1 seri s debat 
nA ation | y » Pax 
ying the spotlight at bot é 
| lav t and the 
all-day Sat y sessions by 
‘he wholly businesslil City of New \ ma the S 


not t the convention w Berry H. Horne Fax, I think w 


inded by President Ber- , : , , 
a on ae “ “= ‘ " Reélected President, New York 1 have ' 
ee ee ae 2 State Reporters Association tat g with t 





paragraph of his address t t tist, t 
Among the duties of the President. outlined tant. T re not tax nder t N 
‘ . - . . 4 rk i ‘ x. ’ . 2 e ' 
Article III, Section 1 of the By-laws, is the : 
following wording: ‘At the annual meeting hi T 
ill submit an address detailing the event HE ad ”" ee 9 a 
following the last preceding meeting. and « ind witti made by Robert H , f 
} , ‘ Iectima } ] v) ‘ } r 
tain 2 ch recom endati ns as he may dec the 1 Se SEsot 5 9 1 men . ‘a 
proper.’ I shall endeaver to hew to that lin the metropolitan district, former district at 
and in as succinct manner as is consistent with torney : Kings ‘ ity, New ¥ x, and t 
the 7 a a . . oo associat member £ the N \ \ rk Ctaty 
»bligation laid down in our by-laws t tat 
President Horne thereupon consistently Shorthand Reporters Association. And, just as 
. ” of ! ‘ " ’ > 
ewed to the line” and portrayed to the con- appropriately, a hitting response came fron 
vention a year of unusually strenuous activity Herman H. Pechin, official reporter of the 
on the part of the Association, particularly in Court of Common Pleas of Philadelphia, and 
the w iv olana tempt to secure more effective honorary member of ul Assoc lati m 
C.S.R. legislation; and an effort to meet th \ highlight of the convention was tl id 
attack made upon the transcript of the reporte: iress, at the annual luncheon, by guest-speaket 
is a “commodity” and therefore taxable rather the Honorable Roscoe R. Walcutt »enat 
than a prof ssional service Walcutt, in addition to be ing om if the fore 
most reporters of Columbus, Ohio, is also 
. 1) her £ +} Oh; Cs | veel teer { 
x . : . ember of the » State egisiat €, and 
IN reporting on C.S.R. activities, he said , , , 
; , ; rrator of note. His address was most learned 
In connection with our CSR legislative effort, we nee ' - ' 
luncl meeting in Albany on 0 Soturdas vertinent, and witty—and fast! He was nomi 
J I lit t , tative delegat nated and unanimously elected an honorary 
m New York City. report from Buffalo. Ut member rt ft Ass lall 
Glens Fall nd Saratog Spr ‘ ttended } on! : an 
. led. The only Another highly interesting and popular eve 
itsice 1 ent wa our eg tive counsé Tl - , 
- ver helpful meeting It my recommendatio) vas a demonstration « n the electri typewrite! 
‘ ming administrations that such a meeting | by Miss Margaret Hamma, World’s Champi 
} ' Ilhan : 9 9 f » > »reat : 
ge My A yin J ry each year hereafte [ypist. Practically every reporter, at the tin 
t will serve many purposes: (1) to bring the adva 1 > . ; 
I he learned his instrument of reporting, learned 


tages of our New York City meetings within the ; ; -* . 
nge of upstate members; (2) to discuss on the legis typing also, but in specializing upon shorthand 
lative ground any offensive or defensive legislation he left typew riting skill far be hind Today 
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:% From a Reporter’s Notebook 


X- | Shortcuts used by Mr. Swem 
rt | 
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most reporters dictate their notes on phon 
graph cylinders and use the typewriter only as 
4 personal convenience. Miss Hamma’s demon 


ark abl 


' 
+ ; retor to the 


skill was of special 
ho 


stration of her ren 


teres in one 


reporter, w 


the twin shorthand and 


himself highly skilled, but in the other is usu 


ally the merest novice 
Also, as an item not to be overlooked as an 
wutstanding contribution to the proceedings 


was the report of the Postwar Planning Con 


mittee, by its chairman, Wi'.iam F. Smart, dis 
tinguished for his reporting skill in both tl 
United States and Eneland. Mr. Smart. in a 


teworthy and interesting report. said in 
Ty rt 

W greatest war of all time, a war 
2 - C The enemy s re rapidly running 


through the hourglass of time. At the present moment 





the nly auth rit on lisarmamer t 5 the statue oft 
Ver le Milk e in the I ivre in Paris There 
t] Ss an interim report, but ir next report, 
pe, will be after the War 
Viewing the future, let us imagine a Martian from 
Mars ghting on this earth in the postwar period. 
Some soothsayers and prophets say he will find every 
hing run by electricity or ¢ s. There will be 
e eternal electrical ticker-tape, the typewriter, and 
the voice recordation machine—all run by electricity 
The C t Reporter w be a mechanician in charge 
fa machine. Our future shorthand hero enters Court 
fter punching the clock He starts the machin 
which car nly record what it hears, which auto 
nat y types t any number of copies, binds them 
Pp properly indexed, and, through a pneumatic tube 
lelivers the es t - It then makes out the 
-porter’s bill and collects it for him—thus a ver 
table reporter’s par e! Those who, unfortunately, 
te side-whiskered shorthand, will be equipped with 
tric per writing . sbestos paper and ving 
pe 
Rut this Elysian dream may not me true! Strange 
the pictures of the future that mankind can draw 
with the brush of faith and the many-colored pigments 
maginatior You all recall Lord Macaulay’s 
prophecy of the New Zealander standing on the 
broken arch of London Bridge, gazing at the ruins 
of St. Paul’s It nearly happened—but not quite 
So much for prophecy! Reflection shows it cannot 
e so—because the governing factor in everything 
brains, and no reporting machine invented has them 


The slogan of the acoustical eny 
i no brains 
rofession Mr 


nd never can 
neers is, ““The microphone is all ears ar sis 

This is an ancient and honorable 1 
Gurney of England reported the trial of Warren Hast 
with a quill pen. If any one doubts it, 


Nassau Street and see a picture 


x 
x 


him doing it. The picture is 154 years old. Let 
maintain our ancient traditions as a professior 
t a cheap industry 
Will Peace usher in a new Golden Ag ind a 
Shorthand Renaissance? We hope s 
Your Committee earnestly desires all 1eporters a 


typists to send ir recommendations as to the futur 
We have 
anywhere ir 
The entire 
for the coming year as follows 
President, Berry H. Horne 


many such If we 
} 


received 


the future, we 


want to get 


ve to start now 


roster of officers was reélected 


Vice-President, 


Julian Covel; Chairman Executive ( 
Charles F. Koerner ; Secretary-Treasurer, Louis 
Goldstein; Historian, Willard B. Bottome. 


ommittee, 





typing is 
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Wuo’s WHO IN 


Diamonds for Two 


EXAMINER 





Irene Carlson 


f her hobbies was ‘scrap 


‘ ‘ + 


[oem pretty Miss Irene Carlson wrote 
that on 
we 


; write-up is to 
have a place of honor in her personal scrap- 
a job of writing 
Then 


KOOKS a t i tilis 


book, we wondered how fin 


ve'd have t 


do to dignify that position 


lid not 


we realized that it did not matter how we 


said it, so long as we faithfully reported the 
igh rating and ex ent work of Miss Carl 
son in the Dia 1 Medal Test Any 

who can write shorthand tor five minutes tron 
dictation given at 200 words a minute and can 


transcribe it with but four minor slips, deserves 
the heartiest congratulations; and that is 
what we gave her when presenting Miss Carl 
son with the much-coveted Gregg Diamond 


Medal that is the “ultra” in shorthand awards 
during Olympia 


graduated before she 


speedy 


HER fingers wer: 
high school years, when, 
was fifteen years old, Miss Carlson qualified 
m the 160-test! Her teachers were Miss 
Evelyn Churchill and Miss Winnifred Werner, 
the latter recommending a_ court-reporting 
career for the speedy aspirant 

Then came two years as stenographer in 
the Division of Purchasing of the State of 
Washington, at Olympia, putting into practical 
use the shorthand ability she had developed 

At present Miss Carlson is doing general 
reporting for Mr. T. A. Copple, whom ow 
readers will remember as one of the reporter 
film-stars in “The Champions Write.” 


ON the strength of a suggestion of Miss 
Werner’s that our young speedist prepare for 
court reporting at Gregg College, she hied 
herself to the Mid-West to attend that school. 





1944 


IN 
wo 
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SHORTHAND SPEED 


Ambitious Writers 


\. 


4. BOWLE 





Leonora Huber 


e director there, incidentally, came trom 
me state.) Director Paul M. Pair had 
s to say when we wrote him about Miss 

( son 
Miss Carlson entered our reporting department in 
June She had already passed our official 175-word 


test in have 


September This is the best record I 
The Gregg College to date 


seen in 


Writing again in September, Mr. Pair said, 
loday, for the first time, Miss Carlson helped 
. shorthand writing 
vfore the Without 


flections upon the twenty or twenty-hve other 


give a demonstration of 


Lions’ Club casting re 


former students who have assisted me during 
the past years, I must say that Miss Carlson 
is the best.” 

Ordinarily it takes a year and a half to 


mplete the exacting requirements that the 
ollege sets up, depending, of course, on previ 
training and individual ability, yet Miss 
Carlson completed the work in less than a 
third of that time—and won her Diamond 
Medal as well. “It was as if she walked in 
ne door and out of the other,” some remarked 
f her rapid progress. 
N high school days commercial subjects 
were considered among the “dull” ones by 
a certain young lady, and shorthand, to her, 
was just a commercial subject. She majored 
in history and languages; she “officered” in 
various clubs; and she ran off with popularity 
contests. (Who could resist the smile of Miss 
Leonora Huber? It would melt the stoniest 
heart!) Then she captured a year’s scholar- 
ship to the University of Chicago 
“Drama was my first love,” she wrote in 
response to our letter, “but after much talking 
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to by the powers that be along practical lines 
I found myself at Gregg College ‘plunking’ 
typewriter keys and painfully executing curves 
and 

“And how do you feel about shorthand now, 
Miss Huber?” we ventured to ask 
was given in the enthusiastic manner in which 
she took up her work at the school. And the 
fact is that she kept these curves 
and circles” until she was able to write them 
easily at 200 words a minute. Now she is 
the proud possessor of the Diamond Medal. 
‘Having Dr. Gregg present the medal in per 
son made it a perfect achievement,” she wrot 


circles.” 


The answer 


“executing 


MISS HUBER has been reporting for the 
President's Committee on Fair Employment 
Practice, and working part-time taking dic- 
tation and doing research on a book dealing 
with angina pectoris, etc.—which leaves her 
moments 

Miss Huber began the study of shorthand at 
Waller High School, Chicago Her hobby is 
Music and she holds a degree as teacher of 
the Pianoforte. Like so many other expert 
shorthand writers, she rates tennis and a good, 
long walk as favorite sports. 

Our 


few spare 


congratulations to these two girls! 


Answers to Secretarial Quiz 
Concluded from page 284) 


gradually record other information, such as sizes of 
in colors, 
shows, cigarette brands, and 
the secretary will be really 
helpful when she reminds her chief that “next week 
is Mrs. Brown's birthday,” and moreover can make 
an intelligent suggestion for a gift that will pleas« 

4. Either enclose the 


with just one word 


gloves, 
pertumes, flower 


so on. As time goes 
} 


hose, shirts, lresses ; preferences 


s, books, 


letter in a second 
“Confidential” on it, or, on the 
letter itself, ‘Confidential,” under 
scored preferably, a few spaces above the insid> ad 
dress, so that it will be the first line noticed 

On the outside envelope, type simply “Personal,” 
which is considered part ol the 

Omit the usual dictator’s and transcriber’s 
from the bottom of the letter, so that the 
will not feel that a third person has kn 
strictly confidential matter 


envelope 


type the word 


address 

initials 
rec ipic nt 
wiledge of 


The carbon copy of the letter should be carefully 
guarded. Many b 
“Confidential” file in which 
filed instead of sending it to the general files 

See Question 2, and its answer, in the December 
Grecc Writer for precautions to take while typing 
the letter 


isinesmen have a “Personal” or a 
such correspondence i 


5. One of the fundamental rules of office procedure 
is to return any job to the person from whom you 
received it, no matter if the results of your work 
will reflect on someone else. Any rebuke or criticism 
that might be called for as a result of the errors you 
found should come from your chief, not from you 

A tactful way of protecting the advertising depart- 
ment, however, would be to telephone the person re 
sponsible for the price list and say you are taking it 
for granted that this is an uncerrected proof and that 
the errors you found have been corrected on another 


proof. This “tip” will make it possible fur the adver 
tising department to inform your chief of the changes 
before he reprimands them for letting such serious 


mistakes slip through 
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February Transcription Practice 


(348 Standard Words) 
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This Plan Cuts Costs of Office 
Supplies 


Extract from a memorandum submitted by W. K. PANZENHAGEN, of the Brunswick-Balke- 
Collender Company, Chicago 
In “American Business” 


iy 32 ») - — C => < a” A \ 
/ 2 
J 
- c A 4 - — ( GS Jf 
? / 
» , ated +. Z 2 ZB Co? a “ C i lon 
) é 
/ ( , y 
= J o —- _ > Ds Cc 
( 
( ha < ( q ? ¢ ) — - \ r 





} 
— ‘ Z ( 4 A 7 ) = gx Ls 
=, 4 
. 2 , y) / 
- vo “> on a cz Cc“. 7 
) A Ss 
a ig > - 9? = L ? > 


é 
_ - 9 I. 
c Cc ‘“ (2-oO —_ x < f ~~ 
] . ( 
ae 2 
2 go F O Ss ) 4 Z ? at” AJ 


= 
a 











Tue Grece Wrirer, February, 194 











304 
“ < 
( y - ~~ ‘.. \ J 4 > ¢ 
— 
/ 
) f > o/ Ar —™ 
4 e - 4 
\-< c k A ) At ; ) ( a 
¢ \ 
) ( ) 
4 o \ ” im . > = 
( 
. ) 
, 7 
ona 4 —ct__ , = ~ , —> . 
—F 
C é co / a  - 7 af 
> gf x C_, 
y, 
—L_ C a « on 2 < < i 
) Zz 
} 
a ct 7 . z F rE - C ' “2 
Cv 
f ~ < 4 
) < ” 0 » ——~ 
: 4 v ( ¢ eon 7 
) < 
J rr ¢ a = 7 c C-y c ° . C 7 
) 
r Uy C < - s ‘ J) eo 0D - C oJ a. 
7 ) / > 
ke / o~N f r fd 2 c oa , * > 
Cf 7 : 
— > 
ad £ aa P — > 2 
zs \ “ 4 C a f t ‘ € 
f L od cc a J a yy F « 7 > 
i . 2 
_~—* » f < kb = { - 2? c¥ 
y Te, Mf 
7 ) j 
aul P - c = ‘ “ 
¢ — “— 
s Lo 7 
 £/ é “ é ve i _ ( an”  < 
ys ——~— 2 Pu e. 5 =. ? 
Zz a é v « ¢ — t 
= L fh c 
se a _~ «an > ¢ : - ——" Z ? — FP 4 aa ¥" 
o- ; 
eI bf Pe 7 —> &, 
<> 2 J , aa 
v4 " y _ = as - 
~ F- Sie. eal i 
oe et ae 2 Ls be 
Cc rT 
“Ys s 
z 
. Cc “ 43 -_ “i “o& ain 7 TZ = Ce 





305 


Tue Grece Warren, February, 1944 


€ 
7 < > > o ? - fA 
€ Cs 4 ; 
4 4 
> -— ( of am 2 ‘-, — = o a , ‘ 
J es 
— 
i. Cy < J ? X 7 ' 7 2 , } 
. ( 
; P X 
» 4 ca > a { ( : , 2 7 
6 7 r 
y ) 
, Fn. 4 





A - 
- 
: | ’ 2 
, Cy < , 
ae , 
| | ; — 
“5 ~ 4 a A < 
, ) 0 
? ‘ . : ( -, ( y - 
4 , ( . > 
C _ - 
7 a = j 
; > 4 > 2 y, . . 
= 
? 
f ) a. a 


? \ rf \ _ _ “ < Po 
/ ) ¢ f P 
. > . 2 a k c 20. 2 y 
2 ll 
) ’ A . é ~ 
2 ‘ » C ~ / 
( ——*. — 
d ) . . 
< 4 < aa 4 y 
s + 
( 
t , y, 
‘ ( 
4 ? C , Z ( 2 , 
tf & < rs 
- ( 7" ; L 
‘ > > < - 4 4 F « a 
—— 4 ¢ . 
g 
s x ’ 
“ A? 5 = ) 
_* 
j 7 “4, - < - # 
f " - 
7 > 
¢ - 4 of 4» c y (< ( 
e c 
4 
7 








rue Grece Wrairer, February, 194 





rue Greece Werrer, February, 1944 307 


ry, 194 
Salt Vital in Modern Warfare 
‘ An Interesting Release from the International Salt Company, Ine. 
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In the huge Retsof mine in New York State, largest salt mine in the Western Hem 
On the 40-foot right of way (center), runs the main line track along which power) 
shop that handles all maintenance and repairs (right), shaft lines hang jrd, 
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n . . . - 
ae OI the cage (left) which carries workmen is 1063 feet below ground at mine level. 
ow ; ae - 
s ingearic locomotives haul long trains of 25 or more loaded cars. In the underground machine 
, rd, : 
ns salt ceiling, and the floor is concrete set in solid rock salt. 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Four of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Five of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Six of the Manual 
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The Cave on Thunder Cloud 
From “More Tish” 
By MARY ROBERTS RINEHART 


(Copyright, 1912, by the Curtis Publishing Company) 
(Copyright, 1940, by Mary Roberts Rinehart) 


Reprinted in shorthand by permission of the author 


PART V 
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